DFRC TRAVEL MANAGER WEB VERSION 8.0 APPROVER MANUAL APPROVE AUTHORIZATION

TM-4 APPROVER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

APPROVE AN AUTHORIZATION

This document covers the steps to approve an authorization.

Trip Information

Traveler is not authorized as a cardholder.

Lodging includes actual costs for lodging that are higher than the Per Diem allocation.
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A. REVIEW DOCUMENTS

The Approver will receive an e-mail message that a document needs attention in the Travel

Manager system. The e-mail will contain the name of the document and the name of the
Traveler.

NOTE

The approval path is determined by the ‘‘funding organization”. The Approver may receive
approval requests for documents of travelers from other organizations.

The approver logs onto the Travel Manager system. The following page will be displayed.
Make sure your name is displayed in the top left hand corner under the word User:

1. Click the Review Documents link on the Document Processing Toolbar on the left side
of the page.

Setup _ Reports  Logout  Help Document Preparation

User:

Qg Approver
Traveler:

[ Create a New Dacument
[» Open Existing Document
[ Review Documents

[ Deletev@ocumenis

[ Copy Document

[ Impart Dacuments

08/02/02 TM-4, V1.1 Page 3



DFRC TRAVEL MANAGER WEB VERSION 8.0 APPROVER MANUAL APPROVE AUTHORIZATION

2. The Review Document page is displayed with a list of all documents that need to be

reviewed.

User:

Review Document

Setup Reports Logout Help " Document Preparation

Org Approver
Traveler:

[ Creste s Mew Document

[» Open Existing Document

Quick Tip

$

Document Type IAII hd I

These are documents awsiting your action. Select your search critetia then select the document yau want to review.

Enter Search Criteria i

! Review Documents DCUTEN TS
B Avthorization 24-0D0O715020T1
[ Delete Documents E I ST
j Con Dectthia @ Authorization 24-3X0715020T
et Decn=rts B autrorization 24-AC051302CT-1
B suthorization 24-AD05130207-1
B Avthorization 24-MEDS1302ET1
B svtherization 24_F051 302FT-1
@ Athorization 24-AG051302GT1
[B suthorization 24-8J051 302071
[3 suthorization 24-BKOS1302KT-1
B sutherization 24 ALOS1302LT1
B avtherization 24-AED32502ET
B suthorization 24-AC032B02CP
B authorization 24-AD0326020P
[B suthorization 24-AF032602FT
[B1 vthorization 24-AGO32602LT
B utherization 24-AJ03260207
[ authorizetion 24-AKDIZE0ZKT
B suthorization 24-ALOG2602LT
[2 sutharization 24-AP032502PPT

Dep Date

08/ 502
071502
071502
054 302
0sH 302
05/ 302
051302
0541 302
05 302
05 302
0sH 302
03726002
03/26/02
032602
03/26/02
0326002
03726002
0326002
0312602
032602

LERZ, D1
TRAWVELERZ, Dl
TRAVELERZ, D
TRAVELER, CHRIS
TRAVELER, DAVE
TRAVELER, ETHAN
TRAVELER, FRANK
TRAVELER, GEORGE
TRAVELER, JOE
TRAVELER, KEN
TRAVELER, LEN
APPROVER, ELLEN
TRAVELER, CHRIS
TRAVELER, DAVE
TRAVELER, FRANK
TRAVELER, GEORGE
TRAVELER, JANE
TRAWVELER, KEN
TRAVELER, LEN
TRAVELER, PAM

In Use

H

3. The type of document to approve can be specified by making the appropriate selection in
the Document Type drop down list. Only documents of that type will be displayed for

review. “All” is the Document Type default.

NOTE

reverse chronological order by document type.

All documents are listed in order by departure date. The departure dates are displayed in

4. Click the Open Document icon =] next to a Travel Authorization Document Name

listed. The Open Document Signature page will be displayed for the document

selected.

User:

Org Approver
Traveler:

[> Create & New Document

" Open Existing

Open Document Signature

Quick Tip
The Signature FIN is case sensitive!

Signature for Adjustmert

MNAaciiment Dranaration

For this Document you can:

Sign | to Review Document

Get| Document as VienOnly

Cancel | Opening bocument

Document
[> Rewiew Documents

[> Delete Documents

[> Copy Document

[> Import Bocuments
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5. The document can be opened for adjustment/signing by entering the signature of the user

opening the document or it can be viewed without adjustment by clicking the
Document as View Only button in the ‘For this Document you can:’ area in the top
right. (No signature is required for view only.)

6. Enter the Signature PIN in the Signature for Adjustment field.

7. Click the to Review Document button in the ‘For this Document you can:’ area in
the top right. The Document Summary for Adjustment to Travel Authorizations
page is displayed for the selected document.

Setup Reports Logout Help 7 Document Preparatiq

User: Document Summary for Adjustment to Authorization 24-AP032602PPT
Org Approver Quick Tip For this Document you can:
Traveler: For specific information, click on & Detailz link. You can gign and stamp your document from the: Save | Document
Document Status section
PaM TRAVELER Travel Authorization Humber 24-#F200006 _Undo | Adustmerts
[* Authorization: 24- i 00 = -
AP032602PPT Traveler Details 240-00-0055 . PAM TRAVELER M Entering Document

Close | Current Document
F Document Summary

= Traveler Purpose Description 5 days T Training in Mortgomery, &L

« tinerary Rinerary Details MONTGOMERY,AL 03/26/02 - 03/30/02

s Tickatea Trans Ticketed Trans Details $350.00

= Expenses Expense Details SHEREREIT T ELY

= LodgingM&IE Ouick Expense (20000 s8 t
» Accounting £ 3 usmemonz A

= Totals Total: 2000

= Commerts Lodqging MEIE Details $415.00

= Document Status Other Autherizations Detaile Taxi at TDY Authorized

e shisimEoiEe

= Preview Document

24-AP2-09200000 458.00
24-AP2-71 033000 327.00
Totak 755.00

= Export Document
= Close Document

Totals Details

Amourt

7E5.00
Aodvance Reguested 0.00

Enter Comments Voucher due 5 days after campletion of your trip.

Document Status ()PP TSRS

r Stamp Without Adj

Document Status: ADJUSTED  Awaiting: Crg Spprovet Stamp and Route |

=i Signature PIR

IMGT REVIEWED vll

8. The Document Summary for Adjustment to Travel Authorizations page summarizes
the information on the travel authorization. Use the scroll bar to the right to view the
information at the bottom of the page. All of the data entered can be viewed in detail
from this page by selecting the appropriate detail, along the left of the summary
information. To return to this page after viewing any other page, click on the Document
Summary link on the Document Processing Toolbar on the left side of the page.
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B. DOCUMENT STATUS

1. Click on the Document Status link on the Document Processing Toolbar on the left side
of the page. The Status page is displayed.

Setup Reports Logout Help Document Preparation

User:

Org Approver
Traveler:

PAM TRAWVELER
[» Authorization: 24-

AP032602PPT
= Document Summary
= Traveler
= tinerary
= Ticketed Trans
= Expenses
= LodgingM&E
= Socounting
= Totals
= COMMEnts
FDocument Status
= Perform Pre-Audits
= Preview Document
= Export Document
= Close Document

Status for 24-AP032602PPT

Quick Tip
The Signature PIM is case sensitivel

Status to
Al [MGT REVIEWED =

For this Document you can:

Stamp |and Submit Dacument
Adjustments | Go To Adjustments

Backl Continue I

Signature PIH I

Remarks I

Document Routing

Mame
Ory Approver
CTR DIRECTOR
Trawel OfficeDesk
Trawvel OfficeFind

Document History

OF /30002 1: 23PM EST
07 /30002 1:26PM EST
O7/30/02 1:34PM EST

he routing path the current docurm

WGT REVIEWED =0
MGT APPROVED a5
AT an
APPROYED a5
Thiz is the stat
Maime

CREATED PALLA PREFARER:

SIGNED PALLA PREPARER

ADJUSTED Org Approver

2. For the approvers that have multiple signing values, check the default status value in the
Status to Apply pull down list.

3. Check the Document Routing area. The approver’s name should be listed with the
status matching the Status to Apply. The Document Routing area shows what has not
yet occurred to the document.

4. Check any remarks entered in the Document History area on the Status page for prior
comments made by approvers or reviewers. The Document History area shows what

has already happened to the document.

5. Click on the Document Summary link, on the Document Processing Toolbar on the left
side of the page, to return to the Document Summary page.
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C. OTHER AUTHORIZATIONS DETAILS

1. The Document Summary page must be displayed to click on the Other Authorizations
Details link located above and to the left of the Accounting Summary area. This is the
only page the Other Authorizations Detail link is available on an authorization for the
approver. The link is located in the middle of the detail links list.

2. Click the Other Authorizations Details link. The Other Authorizations page will be

displayed.

NOTE

The Other Authorizations with a double asterisk indicate that additional information

is required on the authorization.

The Approver must open the Remarks page to view the additional information.

Org Approver
Traveler:

PARM TRAVELER
[+ Authorization: 24-
AP032602PPT

+ Document Summary
= Traweler

= finerary

= Ticketed Trans

= Expenzes

= LodgingMEIE

= Accounting

= Totalz

= Commernts

= Documernt Status

= Perform Pre-Audits
= Preview Document
= Export Document

= Cloze Document

Setup Reports Logout |

Conference Allovwance - Mon MASS
Cortract Hotel *

COTR APPROY AL **

Driver ot Pilot - ID passengers **
Excess Bagoage **

Extended Foreignion-Foreign % **
Extended TOY

FOREIGH TRAYEL SAUTHORIFED

Gov't Wehicle Autharized
INYITATIONAL TRANEL **

LABOR MANAGEMENT MEETING
Leave or personal days taken **

LO& COSTAOA MO COST *#*

Lowvest Price Contract Carrier Mot Lsecd**
Military Personnel Lodging **

Military Personnel Meals **

Military Personnel Traveler **

Cther 1 (additional area for comments)
Cther 2 (additional area for comments)
Pazsenger - Idertify DriverPiot **
PERMISSINVE TRANEL

Pers'| Pref: Commercial Transp.

Pers'| Pref. Privately Cwned

Pers'| Pref: Rertal Acouirecd

PO Advantageous **
PRE-EMPL O MENT INTERIEY
PROGRAMMATIC TRAWEL **
Renistration Fee Ertitlement *

Rertal Car: Mon-Econarmy **

EUSSIAN TRAVEL AUTHORIZED

S05 Medvac *

Special Meeds for Traveler/attendant **
SPONSORED IN-KIND TRAYEL **
SPONSORED REIMBLURSABLE TRAYEL **
“ariations Authorized **

Wicinity Mileacge Authorized

Other Authorizations on Current Authorization

|3§ Tawiat TDY Authorized |

Document Preparation

| |

Ll
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3. Check all other authorizations selected at the bottom of the page in the Other
Authorizations On Current Travel Authorization area. These are the Other
Authorizations that have been selected and need to be approved.

4. Select each Other Authorization that contains double asterisks (**) for the current
document by clicking on the name of the Other Authorization in the Other
Authorizations on Current Travel Authorization area.

5. The Other Authorization Remarks page will be displayed. The remarks are the
justifications for other authorizations that the approver is required to view. Ensure that
the remarks are correct. Enter any additional remarks as required.

Setup Reports Logout Help " Document Preparation

RS Other Authorization Remarks
Org Approver Quick Tip For this Document you can:
Trawveler: Acld or update remarks for the Cther Authorization.
Remarks
PaM TRAVELER axi at TDY Authorized Cancel |Changes

[» Authorization: 24- Remarks [Taxi authorized from home to airport on day of -
AP032602PPT departure.|
 Document Summary ;I

= Travelsr
= finerary
= Ticketed Trans

= Expenzes

6. Click the [52v= | Remarks button, in the ‘For this Document you can:’ area in the top
right, if changes were made or click the Cancel | Changes button, in the ‘For this
Document you can:’ area in the top right, to exit. The Other Authorizations page will
be displayed again.
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1. Click on the Itinerary link, on the Document Processing Toolbar on the left side of the
page, to view the trip itinerary.

(Setup Reports Logout Help * Document Preparation

User:

Org Approver
Traveler:

P& TRANELER
[= Authorization: 24-
AP032602PPT
= Document Summary
= Travelet
¥ ltinerary
= Ticketed Trans
= Expenszes
= LodgingMEIE
= Accounting
= Totals
= Commerts
= Document Status
= Perform Pre-Audits
= Presvieyy Document
= Export Document
= Close Documert

Itinerary Information for 24-AP032602PPT

For this Document you can:

Save | ttinerary

Guick Tip
% The Begin Travel and End Travel fields must be completed before a per diem location can be added.
Remember to save your tinerary before continuing.

Back | Continue |
Trip Information

Travel Authorization Number 24-AP200008 Auth Date [57 =0 5007

[mmidddiyyyy]
Purpose [TRAINING =l Type [SINGLE -1
Trip Ho 1

Deseription [ days ™ Training in .
Montgamery, AL ¥

Departure and Return Information

Beg{i:LLL?yvyfyI] ] |03£28£2DD2 Depart IFIES: Residence, US Depart Selection IFlES: Residence, US 'I
End Travel g |D3J3D£2002 Return IHES: Residence, US Return Selection IHES: Residence, LIS 'I

[mmiddfyyy)
I Multiple days - l

voucher due & days after
campletion of wour trip.

Trip Duration

Comments

i’ Preset |

Add Location |

[~ Replace ALL lodging and M&IE information on this document.

Departure Date

Location
MOMNTGOMERY AL

EditiDelste

J X

0372602 03/30002

2. Review the trip purpose, departure and return information, and per diem locations of the

trip.
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E. COMMENTS

1. The approver can also review comments. Click the Comments link, on the Document
Processing Toolbar on the left side of the page, to display the Comments page.

Setup Reports Logout Help Document Preparation
User: Comments for 24-AP032602PPT
b Ao Quick Tip For this Document you can:
Traveler: C_Iick Ap_ply and preset comr_nents are inserted inta the Corn_ments field. Comments can alzo be typed Apply | Bieac Gommeris
directly into the comments field. Comments apply to the entire document.
Save | Commerts
P&M TRAYELER Comments [youcher due 5 days after completion of ;l _I

[ iﬂﬁ'}‘;?;ﬁ?}" 24 your trip. Backl Continue |

= Dacument Summary Close | without Saving Comments

= Traveler _I
v

= ltinerary

= Ticketed Tranz

= Expenzes

= LodgingMEIE

= Accounting

= Tatalz

F Comments

= Document Status

2. Click the _8e== | without Saving Comments button, in the ‘For this Document you can:’
area in the top right, to exit from the Comments page.

NOTE

Clicking the Apply Preset Comments icon in the ‘For this Document you can,’ area will override
any comments in the comments box. Recommend that it not be used.
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F. TICKETED TRANSPORTATION

1. Click on the Ticketed Trans link, on the Document Processing Toolbar on the left side
of the page, to review travel modes. The Ticketed Transportation page is displayed.

Setup Reports Logout Help Document Preparation

User: Ticketed Transportation for Authorization 24-AP032602PPT
Org Approver Quick Tip . . . . o . . N For this Document you can:
Traveler: To enter ticket information, click Add. Previously entered ticket information can be edited (Pencil icon) aor Add | Ticket

deleted (¥ icon).

P& TRAVELER Bal::kl Continue |
icket M Artive Cl

[> Authorization: 24-
APO32602PPT

0326102 1 LK

= Document Summary:

= Traveler
= ltinerary
 Ticketed Trans

2. Click on the Pencil icon [_| to view the detail information for the desired record. The
Update Ticket Information page will be displayed. Be sure to check the departure dates
for the transportation mode.

Setup Reports Logout Help Document Preparation

User: Update Ticket Information for 24-AP032602PPT
Org Approver Quick Tip For this Document you can:
Traveler: Tao enter departure and arrival sirports, click the Depart From and Arrive At lookup buttons. b
Use Foreign Calculator
Type [&IR = I Ticket Value |350.00
AT " - g Lookup Credit Card Expenses
[> Authorization: 24- Ticket Ho |See ltinerary 1
AERS0ZERT Dep Date[q37262002 Description [COMMERCIAL Al _Save | curet Tkt
[mmiddiyppy]
= Document Summary : Issue Date l— E= cl § X
= Traveler Update Ticket See ltinerary 1 [T 5 I\""m’mIt Saving Updates
Ticket Date E=
« tinerary cket Date 5773072002 :
" Ticketed Trans .
L Depart From ILM Ei‘ Reimbursable
: 1 Taxable
- LodgingMIE Arrive At [L4% E) -
+ &ecourting Contract Fare [0.00 Class | c m'egory COM CARIER
= Tatals Contract Carrier Confirmation Nol Pmt | TRAVELER _I
= Comments Cost 35000 Method
= Document Status Vendor I [Maone] - I

= Perform Pre-Audits
= Previesy Document

= Export Documernt

= Close Document

3. The Cost Options area is displayed in the lower right corner of the page.

4. Verity the Pmt Method for the traveler’s status is correct.

5. If changes were made in the Update Ticket Information page, click the [s=v= | Current
Ticket button in the ‘For this Document you can:’ area in the top right. The Ticketed
Transportation page will be displayed.
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G. EXPENSES

1. Click the Expenses link, on the Document Processing Toolbar on the left side of the
page, to view the expenses.

2. The Expense Entry page will be displayed. Be sure to review the dates for each

expense.

User:

Expense Entry for 24-AP032602PPT

Setup Reports Logout Help Document Preparation

Org Approver
Traveler:

P&M TRAVELER e
[> Authorization: 24- Date
AP032602PPT mmtypy)

Expense Type
= Documert Summary

Quick Tip
The Arrowvy icon indicates a required field. Click Save to save the current expensze and

he screen so & newy expense can be added.

© [nz72672002
| |

Exy
s et Description
= Hinerary Miles
= Ticketed Trans Traveled
Rate
FEXp
Expenses Selection
= LodginaM&IE
= Rate
= Accounting
= Totsls Cost
= Commerts Comments

= Document Status
= Perform Pre-Audits
= Previewy Document
= Export Document

= Cloge Document

@ |14
——
I j’
——
@200

Ta<i from home to airport

For this Document you can:

2 Use Quick Expense
s Use Foreign Calculator
k Lookup Credit Card Expenses

Save |Current Expense

Done |Entering Expenses

Backl Continue |

6]

Cost Options
Reimbursable

1 taxable

Expense
Category

Pmit
Wt | TR&VELER =

Vendor I - I

TAXITIPS

[« |

Diate

03£26/2002 Tax

AmoLint

2000

Total: 20,00

3. Check that all expenses are reasonable and allowed by regulation.

a. If an expense should be deleted, use the Delete icon beside the specific expense
to remove it from the list.

b. Click on any Pencil icon L*_| beside the specific expense to view the detail

information for the

expense.

4. The Cost Options area will be displayed on the bottom right of the page for each

expense.

a. Verify the Pmt Method for the traveler’s status.

08/02/02 TM-4, V1.1
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b. TRAVELER is the default reimbursable payment type, in the Pmt Method pull
down list.

c. The TRAVELER payment method is reimbursable to the Traveler.

d. If any other payment type is selected, the expense cost will not be reimbursable to the
Traveler.

TRAVELER

i TRAVELER

CEMTRALEBILLED CHARGECARD
IN-KIND

GOWEL

5. Click 22| Current Expenses, in the ‘For this Document you can:’ area in the top right,

if changes were made or the Entering Expenses button in the ‘For this Document
you can:’ area in the top right.
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H. LODGING/M&IE

1. Click the Lodging/M&IE link, on the Document Processing Toolbar on the left side of
the page, to view the costs associated with lodging and meals. The Lodging/M&IE page
will be displayed. Review all expenses for each day.

Setup Reports Logout Help Document Preparation
User: Lodging/M&IE for 24-AP032602PPT
Org Approver Quick Tip For this Document you can:
Traveler: An asterizk (*)in the Special column indicates that & condition has been selected in the
Acdvanced LodgingMEIE wincow. Reset All |L0dging and MEIE expenses
PAM TRAWELER =
Back Continue |
[+ Authorization: 24- —I
AP032602PPT Lodging/M&IE Data
= Document Summary: rese] F F'Er' Diem Rate T l:::.:unf S
= Travelsr & 130802 B £1.00 £1.00 2850 61 /38
= ftinerary F iamrinn B £1.00 £1.00 38.00 61138
S Ul e el J ozmanz B &1.00 £1.00 5800 B 15
EEenssy 7 & £1.00 £1.00 38.00 61 438
¥ Loduing MAIE 7 H3ane E : ' :
e 03002 B 000 000 2530 61 /355

= Totals
= Comments
= Document Status

2. Ifa value exists in any columns to the right of the Per Diem Rate column, modifications
have been made to the Lodging and/or M&IE for that date.

a. A single asterisk (*) in the Special column indicates a lodging cost higher than per
diem, annual leave used, or meals over the meal cost allocation.

b. The columns B, L, D represent Breakfast (B), Lunch (L), or Dinner (D). If there is an
‘X’ in the column then the meal was provided and the meal allocation will be reduced
on the day indicated.

c. Conf % indicates that there is a conference allowance and what the percentage is

over per diem.

3. Click on the Pencil icon [*_| next to any date, to view the detail information for the
selected date.
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4. The Update Lodging and M&IE Expenses page will be displayed.

Setup Reports Logout Help

OFy Approver Quick Tip
Traveler: Far thiz lodging day, you can edit specific actuals, leave data, meals provided status, lodaing amount,
and if desired apply these changes forward using the apply through tool.

PiM TRAVELER Lodging

[ :g:]l;:;i;;i;?: 24 Per Diem Rate: 61 /38

= Document Summary

Document Preparation

User: Update Lodging and M&IE Expenses for 24-AP032602PPT (03/27/02)

For this document you can

Previous | Next | Expense
Save Expense Changes
Override || odging and M2IE

Close | Withaut Saving Changes

Conference Allowance

= Traveler
a " Conference Allowance Conf Info
inekary Conference Rate:
= Ticketed Trans
= Expenszes
) O Lodging
" LodaingMEIE Limit: 0.00
= Accounting I~ Meals
= Totals Breakfast: 0.00
e Lunch: 0.00
Dinner: 0.00

= Document Status
= Perform Pre-Audis

Incidentals: 0.00

Leave Data
= Previeww Documert

¥ Hone

" Annual

 Dther
Hours: 0

™ Breakfast
[ Lunch
™ Dinner

= Export Documernt
= Cloze Document

5. Review any expenses to verify costs from the Update Lodging and M&IE Expenses

page.

6. Review annual leave data to verify that DFRC’s annual leave rule (1 day of leave per day

of TDY) is adhered to.

7. Click the 8= | Without Saving Changes button, in the ‘For this Document you can:’
area in the top right, to exit from the Update Lodging and M&IE Expenses page.
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I. ACCOUNTING

1. Click the Accounting link, on the Document Processing Toolbar on the left side of the
page, to review the accounting information. The Available Accounting Codes page will
be displayed.

Setup Reports Logout Help Document Preparation

User:

Available Accounting Codes for 24-AP032602PPT

Org Approver Quick Tip For this Document you can:
Traveler: once two or more accounting codes are selected, the Allocation button is enabled.

Add | Mew Accounting Code

P TRAVELER Enter Search Criteria Back | Continue |
[ :;r:]l;ggﬁza;::? 24- Accounting Code I Search | Retrieve I

« Document SUmmary Master Accounting Codes Clic ourtting Label to add to Document
Search Results Prev i Hext 10

= Traveler 5

i Organization |Label C itication Code

= ftinerary SaARS

et e 24-4P e 0920000, ... 24, 2.8 00. AP. 000

= Expenzes 24 AP7.
24-AP 0920025.03...24. 2. 7. 00. AP. TRM

= LodgingMiEIE 09225TRN

* Accounting 24-4P 24-AP2- 7103500, ... 24.2. 8. 00. AP. 000

Tot 71035000
= Totalz
= Commerts

= Document Status
= Perform Pre-Audits
= Previewy Document
= Export Document

= Close Documert

Accounting Codes for 24 -AP032602PPT

:'

F 38 o4_pp 24-AP2-09200000 0920000, 21, 0C, 2125, 24, 2. 8. 00, &P, 000 Extended Allocste

F 9 o4 ap 24-AP2-71035000 7103500, 2F. 1. 3235, 24. 2. 8. 00. &F. 000 Extended Allocste
7 et ¥ peiete

Single digit fiscal
year

2. Review all accounting data to ensure proper funding. Fund Source (FS)

Travel is always “6” or “8”
Note: Training fees are
always ‘5" or ‘7’

Label 24-CC2-09200000
Organization 24-CC

Accounting Codes

— Program Code 0320000 Program Year |2
Function | ~_ Fund Source |3 -~
Object Clazs Meth of Auth IDEI

Org Code  |CC
Part 10

Meth of Auth (MA)
“00” for baseline travel
dollars, “9x” for
reimbursable travel

Sponsoring Org
(S0)

Enter FC
(Function Code)
Note:
Always “03” for
training dollars

Enter OC (Object Class)

212X for UPN'’s 091/092
Otherwise, 211X or 213X for
all other LIPN/s

Enter the IC
(Item Code) in
the Reimbrs
field.

Dryden’s center
IDis 24

Sub Rad
(SRAD)
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J. TOTALS

1. Click the Totals link, on the Document Processing Toolbar on the left side of the page, to
review total charges, itemized detail of expense categories charges, and any requested
advance. The Total Details page will be displayed.

Setup Reports Logout Help Document Preparation

User:

Org Approver
Traveler:

PiM TRAVELER

[> Authorization: 24-

AP032602PPT

= Diocument Summaty

= Traveler

= ftinerary

= Ticketed Trans

= Expenzes

= LodgingMEIE

= Accounting

+Totals

= Camments

= Document Status

= Perform Pre-Aucdits

= Preview Document

= Export Document

= Cloge Document

Total Details for 24-AP032602PPT

Quick Tip For this Document you can:
Click the View Advances for Document to add or update an advance. [ Micwi Advances for. Docarment

Total Estimated Expenses: 785.00 Backl Continue |

Computed Advance Authorized: 0.00

Advance Requested: 0.00

Crganization
COM CARIEER 24-4P 24-AP2-09200000 350.00
MEIE 24-5P 24-2P2-09200000 85.00
TARNTIPS 24-4P 24-2P2-09200000 20.00
LODGIMG 24-4P 24-AP2-T 035000 244.00
MEIE 24-4P 24-2P2-71035000 83.00
Expense Category Advance Details
Expense Cateqory Acdvance

2. Ifan advance has been requested, click the View Advances for Document link, in the
‘For this Document you can:’ area in the top right, to review the accounting data.

3. The Advances page will be displayed.

User:

Org Approver
Traveler:

PAM TRAVELER

[> Authorization: 24-

APO32602PPT

= Diocument Summarsy

= Traveler

= ftinerary

= Ticketed Trans

= Expenzes

= LodgingMEIE

= Accounting

' Totals

Setup Reports Logout Help Document Preparation

Advances for 24-AP032602PPT

Quick Tip For this Document you can:
Tao enter an advance, click Add. Previously entered advances can be edited (Pencil icon) or deleted (%
icon). Add | Additional Advances

Close I Advances Screen

Advances for Current Document Cli an item to edit or

F 3% 240.00-0085 07430002 CHECK 35000 24-4p 24-4F2-09200000

4. Click the [@os= | Advances Screen button, in the ‘For this Document you can:’ area in
the top right, to exit the page.
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K. PERFORM PRE-AUDITS

1. To run the Pre-Audits Results, click the Perform Pre-Audit link on the Document
Processing Toolbar on the left side of the page. Look at all the audit processes with a
‘FAIL’ in the Status column.

O T Document Preparation

User: Pre-Audit Results for 24-AP032602PPT
Org Approver % Quick Tip For this Document you can:
Traveler: Click the Magnifying Glass icon to view detall comments for each audit process. Justify |Pre-Aud'rt Resufts
PAM TRAVELER Document Hame: 24-APO32E02PPT Close |Pre-Aud'rt Results
[> Authorization: 24- Type: Authorization
AP032602PPT Traveler: TRAVELER, PAM
= Document Summary Status: FAIL
= finerary E = Comments
tlickeediians I%t ACTUALS EXIST
i Expehses & APPROYED BY TRAYELR1 PASS
: :Dcigol:f::zlE E& APPROYED BY TRAYELRZ PAZS
« Totals & APPROVED BY TRAVELRZ PAZS
Pk & CasH ADWANCES EXIST FalL CASH ADWANCES EXIST
« Document Status Igt COMFEREMCE ALLCWANCE PASS
} Perform Pre-Audits [\ cosT Less com. carr PASS
e [E\ paiy ExpENSE THRESH PASS
= Export Document Igt EXP CATEGORY USED PAZS
= Cloze Document Igt EXP CATEGORY USEDA PASS
E& EXP CATEGORY USEDZ PAZS
& EXPEMSE CATEGORIES PAZS
Igt LALMDRYDRY CLEAMING PAZS
Igt LEAYE ERISTS PASS
E& MILITARY PERSOMMEL PAZS
& MNON CONTRACT AIRFARE PAZS

2. If any audit fails, the word ‘FAIL’ will be in the Status column. A comment describing
the failure will appear in the Comments column. A ‘FAIL’ may actually be a warning to
draw attention to a particular process to ensure the approver has checked the item. Click

the _E2== | pre-Audit Results button, in the ‘For this Document you can:’ area in the top
right, to exit the Pre-Audit Results page. The Document Summary page will be
displayed.
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L. DOCUMENT SUMMARY

1. To print a Document.

a. Click on the Preview Document link on the Document Processing Toolbar on the left
side of the page.

b. The browser launches a new window to display the report.

c. Use the browser and/or reader Print button to print a paper copy of the travel
document if desired.

d. Close the print preview window. The Document Summary page will still be
displayed.

2. The Document Status area for stamping the document is located at the bottom of the
Document Summary page.

Setup Reports Logout Help Document Preparatio

Document Summary for Authorization 24-AP032602PPT
Quick Tip

User:

For this Document you can:

Qry Approver

Traveler: For specific information, click on a Details link. You can sign and stamp your document from the oo
Documernt Status section.
PAM TRAYELER Travel Autherization Humber 24-AP200005 _Undo | acjustments
[> Authorization: 24- Traveler Details 240-00-0055 , PAM TRAVELER Continue | Entering Document
APO32602PPT

Closze | Current Documert
r Document Sumimary

= Traveler Purpese Description 3 days TM Training in Montgomery | AL

« ttinerary Rinerary Details MONTGOMERY,AL 03/26/02 - 03/30/02

S icketei s Ticketed Trans Details $350.00

Hlagoino ol Quick Expense (MM EEE G (A TR
* Aocourting J ¥ osieenooz TAXI 2000

= Totals Total: 20.00

= Comments LodaingMEIE Details $415.00

= Document Status Other Awthorizations Details Taxi at TOY Authorized

= Perform Pre-aAudits TRAVEL CASH ADVANCE

-Preview Dacunert A

= Expoart Document

= Close Document

24-AP2-03200000
24-AP2-71035000

4:35.00
F27.00

Total: 735.00

Totals Details o™ Summary

Estimated Cost
Advance Reguested

F50.00

Enter Comments “Youcher due 5 days after completion of your trip.

Document Status |y RN BT TR EIICS

| Stamp Without Adj

Stamp and Route I
] oo |

Document Status: ADJUSTED  Awaiting: Org Approver

Status To Apply

Signature PIN

APPROVED
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3. Ifthe document is approved, stamp the document using the default value.

4. If the document is disapproved, click on the Status to Apply pull down list and select
“RETURN?”. The document will be returned to the preparer for adjustments.

AFFROVED

AFFROVED
AUDIT

AUDIT FAIL
CAMCEL
CERTIFIED
COmMMIT

CTO AFFROVED
CTO REVIEWED
DISBURSE

MGT AFPFROVED
MGT REVIEWED
OBLIGATE
FEMDIMG

REWIEWED [\!5

SIGMNED

SIGMED FOR

TRAWEL AGENT
TRAWEL OFFICE
WOUCHER RETURMED

Definitions of the Status to Apply labels

Status to Apply Definition Used by

Label

APPROVED Final, traveler is authorized Last Approver in routing list —
Finance Office Only

CANCEL Document is cancelled Approver or Preparer

CTO APPROVED CTO Approved CTO Approver

CTO REVIEWED CTO Reviewed CTO Reviewer

DISBURSED Email to traveler — expect reimbursement Financial Office Only

MGT APPROVED Approved by manager/designee Organization’s Manager/Center
Director or Designee

MGT REVIEWED Reviewed by manager/designee Organization’s Manager/Funds
Manager or Designee

RETURN Document needs additional information Approver/Reviewer

REVIEWED Conditional Conditional Reviewers

SIGNED Document ready to be routed Preparer or Traveler

5. Enter the Signature PIN in the Signature PIN field.
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6. Enter “Approved” or “Disapproved” with any additional comments in the Remarks
field.

7. If NO adjustments have been made to the document, click the Stamp Without Adj
check box to place a “’ in the box. If adjustments were made to the document, leave the
box unchecked.

NOTE

If the Stamp Without Adj box is not checked when the document is stamped, adjustments are
assumed, regardless if any changes have been made.

If the Stamp Without Adj box is checked when the document is stamped and adjustments
were made, all changes will be erased.

8. Click the __Stampandfeute | button under the Document Status area on the right side of

the page. The Pre-Audit Results page will be displayed.

Setup Reports Logout Help ,  Document Preparatio
User: Pre-Audit Results for 24-AP032602PPT
Org Approver % Quick Tip For this Document you can:
Traveler: Click the Magnifying Glass icon to views detaill comments for each audit process. Jugtify IPre-Aud'rt Restlis
Pip TRAVELER Document Hame: 24-AP032602PPT ml Stamping the Document

Type: Authorization

Cancel | Pre-Audit Resutts

n

-

Traveler: TRAVELER, PAM

Status: FalL
B acTusLs BxsT PASE
[ APPROVED BY TRAVELR PASE
[\ APPROVED BY TRAVELRZ PASE
[\ 4PPROVED BY TRAVELR3 PAZE
B casH aDvANCES EXIST FalL CASH ADYANCES EXIST
[E\ CONFERENCE ALLOWANCE PASS
B cosT LESS CoM. CARR PASS
[\ DALY EXPENSE THRESH PASE
B Exp CATEGORY USED PASE
B EXP CATEGORY USED PASE
E\Exp cATEGORY USED2 PASE
[E\ EXPENSE CATEGORES PASS
[\ LAUNDRYIDRY CLEANNG PAST
EiLEavEEXSTS PASS
B MLITARY PERSONNEL PASS
[\ NON CONTRACT AIRFARE PASE
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9. Review the Pre-Audits. If any audit fails, the word ‘FAIL’ will be in the Status column.
A comment describing the failure will appear in the Comments column. A ‘FAIL’ may
actually be a warning to draw attention to a particular process to ensure the approver has
checked the particular items that pertain to the document.

10. Click the _ Certinue_| Stamping the Document button in the ‘For this Document you can:’
area in the top right. The document will be routed to the next approver.

NOTE

Click on the _Cancel | button, in the ‘For this Document you can:’ area in the top right, if
changes are necessary prior to signing. The document will not be signed and will not route to
the next office. The document will remain in the Approver’s queue.

11. If more documents reside in the review queue, click on the Review Documents link, on
the Document Processing Toolbar on the left side of the page, and repeat the above steps.
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